CHILDREN’S INTERNATIONAL SUMMER VILLAGES

AN INDEPENDENT, NON – POLITICAL, VOLUNTEER ORGANIZATION PROMOTING PEACE EDUCATION AND CROSS – CULTURAL FREINDSHIP

TO:
ALL NAs; PAs. Please forward to all chapters and programme staff

prior to programmes.

FROM:
IEC and Secretary General

DATE:
December 21, 2001

RE:

SUGGESTED EMERGENCY CONTACT PROCEDURES FOR CISV



INTERNATIONAL PROGRAMMES

At the IBM 2001, NAs requested a document with suggestions for contacts in the case of an emergency at a CISV International programme.  There is a great deal of information in Section N of the Info File on Crisis Management and what steps to take in the event of a life-threatening or non-life-threatening crisis.  In addition, this year, after extensive consultation with the appropriate committees, we released doc R-15, which outlines what to do if a participant (youth or adult) has to leave or be sent home early from a programme.  Each NA received an up-to-date copy of the Info File in October of this year.  We have attached docs N-5, N-6 and R-15 for your information, but suggest that you look at relevant documents in the Info File.  We also attach the CISV Incident Report Form (MIL), which should be used when it is necessary to report an incident.  Instructions are on the form.  Thank you for your care and attention.

1. Whose phone numbers should each programme and chapter have?
(i) 
There must be a list of identified emergency contact persons and services (see below) clearly posted;

(ii) 
There must also be a clearly outlined procedure for emergencies and this must also be posted; and   

(iii)
Each Chapter must have a Risk Manager, or a Chapter member who has agreed to be on call and take responsibility for dealing with problems.

Each camp office and chapter Risk Manager must have:

(a) The numbers for local emergency services/professionals POLICE, FIRE, AMBULANCE, HOSPITAL, DOCTOR, COUNSELLOR;

(b) List of local “on call” contacts in the host Chapter, including the Risk Manager;

(c) List and contact details for host NA Committee Chairs and National Risk Manager

(d) CISV International Directory with the names and contact details of every NA and all international officials (latest directories are attached);

(e) The emergency numbers for parents/guardians of participants (on Health Forms);

(f)
Contact details for participants’ travel insurance emergency centres, including Specialty Assistance Services (SAS), which processes claims under the Aon CISV Basic travel insurance policy (taken out by NAs or individuals upon request) and the Excess Medical Policy (every international programme participant is covered from £15,000 to £1 million).

SAS details

(i) 
Tel
[44 20] 7939 9645 (24 hours call collect for medical emergency only)

(ii)
Fax.
[44 20] 7407 9206

(iii)
E-mail. operations@SASsistance.co.uk

(g)
The phone numbers of the embassies and local consulates of each of the countries represented at the camp.  In the case of a serious problem (e.g. natural disaster, hostilities) embassies can provide assistance; and,

(h)
A copy of the Info File (which includes the CISV Aon insurance policies in section N) and the Programme Guide.

2.
If a problem arises, whom should we call?

Each situation is different and may, of course, require different actions and on-the-spot decision making.  Please see docs N-5 and R-15 and for further details.  Please also remember to keep full notes on any occurrence and request formal reports from any local authorities involved or professionals consulted (These reports should eventually be attached to the Incident Report Form.)

A - Medical/safety situation

Please see doc R-15 for detailed steps to follow in a case where a participant will have to leave the programme.

(a)
Clearly if it is a medical/fire/criminal type problem, the appropriate local authority must be contacted;

(b) The Parent/guardian (emergency contact indicated on Health Form) must be contacted in case of medical emergency to advise and/or obtain consent for treatment;

(c) The host Chapter must also be contacted immediately.  The Chapter should notify the NA;

(d) Where best efforts have been made, but the parent/guardian (or emergency contact indicated) cannot be reached, specific CISV personnel have their consent ( see the YLIF, TWAL, ALIF) to arrange for treatment.  Generally, the host chapter should not contact parents directly as this is normally done through the sending chapter/NA.  In emergency situations, however, where time is so important, the emergency contact person should be contacted as quickly and efficiently as possible.  The sending chapter/NA may be needed though to help with translation and should be advised of any incident involving one of its members;

(e) For Seminar Camps, the International Seminar Camp Committee should also be contacted immediately; and

(f) In the case of an internationally publicised disaster (e.g. earthquake), please keep in mind that parents will be very worried.  The host Chapter should ensure that the sending chapter/NA and parents are contacted (by phone if at all possible) to let them know the situation.  Please also contact the International Office and/or a member of the International Executive Committee to let them know.

B - General Behaviour/programme related situation

Most “behaviour” or programme-related problems can be dealt with at the programme/chapter level where people can see what the situation is and can consult with each other.  Please see doc R-15 for detailed steps to follow in a case where a participant will have to leave the programme.

(a) 
After consultation among programme staff and/or adult leaders, the Chapter representative should be called.  For Seminar Camps, the International Seminar Camp Committee should be called directly at this point;

(b)
If the staff and chapter require further help, they may wish to contact an appropriate NA representative (if there is more than one chapter in the NA), such as the National Risk Manager or National Committee Chair for that programme;

(c)
If the situation cannot be resolved, there are CISV International officials who can consult with programme hosts:

(i)
For procedural assistance only, you can contact the International Office during office hours, which are Monday to Friday (other than Bank Holidays), from 8:00 to 17:00 (UK time);

(ii)
You can contact the Chair or Alternate Chair of the appropriate International Committee for that programme or for Leadership Training and Development, where needed.  The contact details for these officials are on the attached Directories; and

(iiii)
If you can’t reach them and still wish to consult with an international official, the contact details for the International Executive Committee also appear on the Directories.

3.
What if the Parent or Sending Chapter must contact the programme?
In case of Emergency at home or in host NA, the Sending Chapters and parents should have:

(i)
Phone/Fax/E-mail of programme;

(ii)
Leader’s mobile phone number if there is one;

(iii)
Contact details for host Chapter and NA;

(iv)
Contact details for your country’s embassy/consulates in the host country; and,

(v)
It is a good idea to register participants with your country’s embassy/consulates in the host country.
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